OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE
WASHINGTON, D. C. 20301

30 June 19712
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ADM NI STRATI VE | NSTRUCTI ON No. 16
SUBJECT : Executive Devel opment Program

REFERENCES: . (a) DoD Instruction 1430.5,. "Civilian Employee Trai ning
Policies and Standards”, dated 28 Septenber 1971

(b) DoD Instruction 1430.8, “Manager Training and
Devel opment of G vilian Enployees in the Department of
Defense”, dated 30 Cctober 1970

(c) DoD Directive 1430.2, “Assignnent of Responsibilit ies
for Gvilian Career prograns”, dated ¢ May 1966

(d) FmM Letter 412-1, dated 8 Cctober 1971, *“Cuidelines
for Executive Devel opment in the Federal Service”

(e) DoD-Wde Training Agreement fOr Exchange ASSi gnnents
for Devel opnent of Managers for the DoD, approved
by CSC 30 Septenmber 1971

|.  PURPOSE

The purpose of this instruction is to inplenent references 2through
,and provi de policies and procedures to be used in identif ication and
el ect ion of potential andincumbentexecutivesfor executive devel opnent.
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1. POLICY

An Executive Manpower Resources Boar d chaired by the Deputy Assistant
Secretary of Defense (Admnistration) and conposed of representatives
fromthe Oganization of the Joint Chiefs of Staff, Director of Defense
Research and Engineering, Ofices of the Assistant Secretaries of Defense
and Offices of the Assistants to the Secretary of Defense has been
established. The Board will assure adherence to the policies outlined
below. Specific responsibilities of the Board and each member are con-
tained later in this instruction.

A. Assure effective long- and short-term executive devel opment by
i dentifying and devel opi ng individudls in grades (S-13.15 who denonstrate
hi gh executive pot ent ial.



B. Provide developmental experiences for executives in grades
G8-16-18 and equi val ent to enabl e each tedevelop fully consi st ent :
with needs of his office, his owninterest, abilities and w illingness

to achieve his potential..

C. Prepare individual devel opment plans for both groups by o
determning training and devel opnent needs, and providing training
to meet those needs.

D. Establish ratational and nobility assignnents as part of
the overall Executive Development Program,

E. Assure that management Oblj ectives for executive devel opnent
are being net through meaningful evaluation,

F. Allocate” sufficient resources for e;:{abliahiné a.nd mai nt ai ni ng
an effective Executive Development Program within the Office of the
Secretary of Defense.

G Assure that equal opportunity is afforded women and mnority
group enpl oyees in all executive devel opment and training.

[11. Scorn ,

This Instruction applies to all organizational entities assigned to
08D, the Organization of the Joint Chiefs of Staff, and other activities
assigned to OSD for adm nistrative support not covered by other Execu-

t 1ve Devel opment Prograns.

| V. RESFONSIBILITIES k

A, Heads of organizational entities are responsible for: |

1. Approving selections and plans of high-potential G8-13-15's
and i ncunbent supergradesin thelr offices prior to subm ssion of the
plans t 0 the Executive Manpower Resources Board.

2. Nom nating high-potential G8-13-15 enpl oyees and supergrades
for courses and assignnents which cometo light as a result of devel op-
nent plans.

_ 3. Approving reassigments, details, or leaves of absence in
cfonj unction wth mobility and rotational assgnmentswithin and outside
or 08D .

4. Nominating individuals for long-termtraining, the Federal
Executive I nstitute, and the Civil Service-Comm ssion Executive Sem nars.

5. Replacing representativest 0 t he Executive Manpower Resources
Board, as necessary.
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B. The Executive Manpower Resources Board (PMRB) will be responsible
for:

1, Recommendi ng poliecy for the Executive Development Program.

2. Recommending selections for ong-termtraining and the
Federal Executive Institute.

3. Recommending and monitoring all nobility assignments between
Assi st ant Secretaries of Defense, the Office of the Secretary of Defense
and ot her government agencies, the Office of the Secretary of Defense
and private industry.

L, Reviewi ng training resources to provide maximum opportunity
to 08D executives for eagency, intersgency, and non-government training.

59 Inconjunction with the Director of Personnel, evaluating and
reporting the effectiveness of the Executive Devel opnent program as
required by the Gvil Service Comm ssion.

¢ Menbers of the Executive Manpower Resources Board (EMRB)
w |1 be responsible for:

| 1. ldentifying and recommending mi d-managers Gs-13 to Gs-15
W th executive potential. ‘

2. Review ing devel opnent plans on md-nanagers with executive
potential and incunbent executives.

3. Inconjunction with supervisors, insuring that potential
executives receive training called for in executive gevelopment pl ans.

4, I'n conjunction W th supervisors, screening nomnations for
long-termtraining and the Federal Executive Institute for submss ion
to the Executive Manpower Resources Board for final approval.

5. Recommending rotational assignments within their own

organi zation which have come to |ight through devel opment plans or
ot her sources.

6. Evaluating and reporting the effectiveness of the Executive
Development Programin their own organization annually to the chairman
of the Executive Manpower Resources Board and the head of

each organi zational entity by 15 Septenber of each year.

D. Supervisors are responsible for:

1. EBvaluating executive potential of their enployees, @s-13

to 6s- 15, by enpl oyee career appraisals, education, training, and
experi ence.




2. Counseling enployees as to their training needs.

3. Anmally conducting a career appraisal interview wth
each employee, G3- 13 and above, and developing a career development

plan for each, as appropriate. (Sonme situations such as pl anned
ret irement or departure or individual career objectives would nake
a career devel opment plan inappropriate. )

k. Forwarding career appraisals and plans to the board
nenber for their organization.

5. Supplying information to heads of organizational entities
concerning future executive staffing requirements and pro j ected key
posit ion replacement s as request ed.

6. Submitting nomidations for training through heads of
organi zational entities for all md- |evel managers of high potential
and incunbent executives.

7. Nomnating through heads of organizational entities
exceptional enployees for long- and short-term training experiences
as requested annually in Decenber of each year.

E.  Employees at the Gs-13 to GS- 15 level are responsible for:

1. Filing application for Executive Devel opment program

2. Discussing career appraisals and training needs wth
supervisors at least annually.

3* Updating applications on an annual basis.

4, Taking advantage of opportunities for self-devel opnent.

-5 Mking themselves available for rotational assignnents,
details, and other nobility assignments.

F. The Director of Personnel, who is also designated the
Executive Manpower Resources O ficer, is responsible for:

1. Furnishing board nembers data and statistics on aging

of the workforce, turnover rates, and other information used to
establ i sh executive needs.

2. Acting as Executive Director of the Executive Manpower
Resources Board and reporting in this function to the Chairnman.

3. Maintaining liason With the civil Service Comi ssion
on executive devel opnent.
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4L, Mintaining records for the Executive Devel opment Program

5. Assisting with coaching and counseling, defining perfornance
eval uations and objectives, and preparing executive devel opnment docunents

6. Exploring and publicizing agency, int eragenc?/ and non-
governnment long- and short-term training opportunities for executives
and potential executives.

79  Coordinating and subletting to the Gvil Service Comm ssion
eval uation reports on executive devel opment, as required.

V. PROCEDURES

A. “Cener al g

1. Procedures in this instruction will be flexible in that
organi zations, depending upon their size, nay accomplish the objectives
of the program either by using designated nenbers of the Executive
Manpower Resources Board as the focal point or have ad hoc commttees
for the same purpose. Methods for predicting future executive needs
and identif icat ion of potential executiveswill be |eft up to individual
organi zations, subject only to guidelines furnished herein.

2. Limitations W || not be set as to numbers of potential
executives identified, although organizations should reasonably limt
these to a snall percent age. .( Probably not nore than 15 to 20 per cent)

B. Establishing executive needs.

1. Heads of organizational entities in collaboration with the
Director of Personnel will by 30 July of each year canvass their organi-

zat ions and project executive needs over a five-year period. This wll
be done by identifying:

a. Positions presently vacant.

b. Those in which vacancies are anticipated over next five
years.

| <. New executive manning requirementsanti ci pated over
next five years due to reorganization or additional workload or m ssion
requi rements.

2. The Director of Personnel, ODASD (A) , 0ASD(Comptroller), Wi ||
furnish to heads of organizational entities or their committees data
on turnover studies, retirenent projections, and supergrade assignnments
in order for themto identify executive needs.




c. ldentifying and devel oping career plans for md-nanagers of
hi gh pot emtTaf—

1. By 30 July of this year and anmually t hereafter, Executive
Manpower Resources Board members will submt to each superw sor of G8- 13

to Gs- 15 enployees a three-part enployee career appraisal form Attach-
ment1,Part | will be filled out by the enployee; Part Il will be com
pl et ed by the supervisor; and Part 111 will be conpleted jointly by the
supervi sor and enpl oyee through interview ng and counseling sessions.

2. (One copy of the form will be retained by the supervisor
and one copy by the enpl oyee.

3. Supervisors wll| identify and forward to the appropriate
Executive Manpower ResourcesBpard menber copies of the career appraisals

and plans of those Gs-13's, 14's, and 15's thatareconsi dered hating
maxi mum potential for higher executive responsibilities. Decisions will

be based upon the enpl oyees’ experience , education, and performnce
apprai sal .

4, Board menbers or commttees will then rescreen these
candi dates and recommend those nost suitable for nmobility assignnents,
on-the- job training, formalized interagency or non-government training,
and long-termtraining assi gnments.

5. Heads of organizational entities wll mke final selections
which wi |l designate hi gh-potential GS-13 to G8-15's. (Probably not nore
than 15 to 20 loer cent. ) They will’ assure that supervisors enact these -
devel opment plans as outlined over the nexttwel ve-nonth period.

6. A copy of the finalized trainingplan Wil be forwarded to
the Executive Manpower Management Officer (Director of Personnel) to
be incorporated into the annual report to the Cvil Service Comm ssion.

7. 1t wll be the joint concern of the enployee, the supervisor,
board Nenbers, and the Director of Personnel to insure that the trainin
plans are carried through to the maxi mum extent possible consistent wt
m ssion requirenments.

8. The training and Career Devel opnent Officer will be
avai | abl e throughout these procedures to offer advice and assistance

regard ing long- and short-term training opportunist ies, rotational
assignments and ot her devel opnental activities.

D.  Devel opnental Plans for Incunmbent Executives

1. By 30 July of this year and annually thereafter, t he Chai r man
of the Executive Manpower Resources Board will submt to the supervisors
of all executives @s- 16-18 and equival ent forms for career devel opment
plans, Attachnent 11. It is expected that sone plans ey be mniml in
content and for someindividual's no plan wll be require (Non- career

executives, persons expected to retire, PL's planning to return to private
industry, etc. ) . -



2. Supervisors will discuSs career devel opment plans with all
executives, G&16-18, wunder the ir supervision--both wll| sign the approved

plan and forward two copies to the executive devel opnent board nenber.

_ 3. Board membersor committeesas directed by heads of organiza-
tional entities and in conjunction with supervisors, wll review these

plans and arrange for rotational assignments, details, on-the- job train-
ing, and short-termtraining, as required.

4, A copy of the finalized plan will be forwarded to the
Executive Manpower Management Officer (Director of Personnel) to be
incorporated into the annual report to the Gvil Service Conm ssion.

E. Lang-termtraining, fellowships, Federal Executive Institute

1. The Executive Manpower Management Officer (Director of
Personnel ) wll issue annually through Executive Manpower Resources
Board nmenbers a bulletin describing long-termtraining opportunities

for the comng school year. This bullet in wll be issued in Decenber
of each year.

2. Heads of organizational entities wll submt nomnations to
the Director of Personnel after careful screening by their Executive Manpower
Resources Board menber. The Director of Personnel will evaluate the nomina-
tions and nmake recommendations for selection to the Executive Manpower
Resour ces Board.

3. The Executive Manpower Resources Board shall neet in closed
session and evaluate all nomnations for final selection for long-t erm
training and the Federal Executive Institute. Final selections will be
made by a majority vote of the Board.

| 4, The Director of Personnel wll make the necessary admnistra-
tive arrangements for enrolling select ees into appropriate e courses of
i nstruction.

F.  Mbility Assignnments

1. The Executive Manpower Resources Boardincol | aboration wth
the Director of Personnel will arrange for nobility assignnents which involve
exchanges with other governnment agencies, private industry (the Executive
| nterchange program and interchanges between Assistant Secretaries of
Def ense or equival ent organizational elenents of the Office of the Secre-
tary of Defense.

‘2. After devel opnent plans have been established for high-
potential candidates and incunbent executives, heads of organizational
entities wll identify those which call for rotational assignnents or
those whomthey judge to be particularly amenable to this type of devel op-
nmental experience. They will bring" these nomnations to the attention of
the Board.



| 3. Heads of organizational entities wll screen their organiza-
tions for possible interchange assignments, extended vacancies, Of
positions encunbered by persons willing and qualified to participate in

an exchange program They will submt these proposals to the Chairman
of the Executive Manpower Resources Board.

4, When exchange assignnents have been approved by a majority
vote of the Board, the Executive Manpower Management of ficer wll be
called upon to nmake necessary admnistrative arrangements by having in-
tere st ed parties conplete an exchange agreenent. See attachnent.

5. Rotational assignments w 111 usually last from six nonths
to two years (Reference E). Shorter details or temporary assi gnnents
can be nade but will not be official unless for thirty days or nore.
Length of assignment w il be futually agreed-upon before the assign-
nment begins. Detailed plans for use of the enployee after rotation
wll also be nade as a matter of witten record.

6. Rotational assignments within the Offices of the Assistant
Secretaries 'of Defense wll be approved by the Director of Personnel and
the board menber or commttee for the Ofice of the Assistant Secretary
of Defense. Copies of final witten agreements and all evaluations wll
be submtted in duplicate to the Execut i ve Manpower Management Officer for
insert ion into enployee 201 files.

G Training Resource Uilization

1. On-the- job training and devel opment - Since nost satisfactory
results are gained through training and exposure to new challenges on the
job, this training ground wll be our nost inportant source of executive
devel opment for high-potent ial and incunbent executives. Devel opment
plans wi |l be specific as to on-the-job devel opmental training or
mobi l ity ass igments proposed, such as details, vacation understudy
assi gnnents, reassignnents, and interchanges.

| 2. Each year at least four incumbent executives, GS-16-18,
w Il be selected for participation at the Federal Executive Institute.

3. Atotal of six executives each year may be selected for
long-termtraining at the Industrial College of the Armed Forces, one
of the service war colleges, the Foreign Service Institute, or am 0OSD
fellowship at a private institution, such as Harvard University or Princeton
University (Reference A). CGvilian ornobility replacements for persons
attending long-t ermtraining wll be provided whenever possible.

L.Sxto ten high-potential executives wll be selected each
year fortwo-week Cvil Service Comm ssion Executive Sem nar Sessions.

_ 5. The Ofice of the Secretary of Defense will participate
I n the President's Personnel Interchange Program W th industry.




6. Sufficient funds Will be budgeted for executives to
attend college- |evel graduate and undergraduate e night Courses, inter-

agency technical end managerial training, and job-relatea conferences and
semnars as proposed in executive devel opment plans.

H  Program Eval uation

1. At the end of each cal ender year commencing 15 Septenber 1972,
each board menber will re-examine devel opmental plans prepared in his
organi zati on agaihst on-the-job training, formal classroom training,
long-term training, and mobility assignnents actually carried out. This
data wi ||l be recorded, tabulated, and submtted to the Chairman of the
Exe oyt ive Manpower Resources Board, along with a record of changes of
ass igmment Such as promotions which show actual proof of career devel op-
nent of individuals in the program. -

2. The Executive Manpower Management Officer will be responsible
for obtaining witten evaluations of training fromboth enpl oyees and super-

visors of enployees selected for training under the Executive Devel opment
Program. He Wi || provide a documented reportto the Chairman of the

Executive Manpower Resources Board on the witten evaluation and positive

evi dence of executive devel opment or growth of persons conpleting long-
termtraining assignments.

VI.  EFFECTI VE DATE

sttt e

This instruct ion is eff ective upon publication.

LA

D. O Cooke
Deputy Assistant Secretary of Defense

Attachment s



IMPLOYEE CAREER APPRAISAL--SECTION 1 - APPL| CATI ON

DATE

NAME GRADE, Tl TLE, CRGANIZATION , ACE

EDUCATION (SCHOOL AND MAJOR FIELD OF STUDY)

H GH sCHOOL

JNDERGRADUATE GRADUATE PHD

EXPERIENCE OVER. LAST TEN YEARS -. || ST ONLY JoBS |N WHI CH DUTI ES CHANGED SI GNI FI CANTLY

¢R LAST THREE POSITIONS _
From - To Job Title Organi zation
(1)
|
|(2)
|
3

IDESCRIPTION OF DUTIES -- Three sentences ‘or less

b
}

(1)

(2)

aw; aa_ns RECEI'VED (Last Five Years )

Yes

»1111% to take a nobility assignment six months t O threeyears el sewhere in OSD?

No /] 1In enother agency? Yes / / No [ ]

an bAn

Attarhment #1



SECTION 3 . DEVELOPMENT PLAN
(GS-13-15)
|

, TECHNI CAL TRAI NI NG ( Subject matter f1 eld strictly related to job)

SUPERVI SCRY OR MANAGEKENT TRAI NI NG

" COMUNI CATI ONS (Effective writing, Speedreading, Conference Leadership, Public Speaking

ON-THE-JOB TRAINING (I ncrease responsibilities, reassign workload)

]
i

I

MOBILITY ASSI GNVENTS (Wthin office, ASD, outside of agency)

LoNG-TERM TRAI NI NG ( Def ense col | eges, semester of one-year graduate fellowships, Federsl
Executive Institute)

Employee Signature Supervisor Signature




CAREER DEVELOPMENT PL AN (Gs-16-18)

NAME GRADE ORGANIZATIUN

| INSTRUCTIONS:  I'n each of the areas 1isted bel ow, supervisor and employee should

jointly identify training and development needs under the appropriate
headings. Pl ans shoul d be as apecific as possible showing dat es,
course titles (if knovvnz), terns of rotational assigments, etc. (One
copy IS to be retained by the organization and two copi es forwarded t O
the Executive Manpower Resources Board member foOr your organization.

A. Pl anned Developmentonthe Job -- wnat additional responsibilities orincreased
‘ exposure courd be given tThe employee to i ncrease his future executive capabilities
and potent ial; for exanple, increased con?resm onal 1iasom, program budget review,
systens anal ySi S cost-effgctiveness studjgsﬂ, efc. . . .
B. Rotational Assignments -- Executive Interchange Program With private industry,

I nterchange wth other agencies, details &and tenmporary assignments wthin
organizations and between AsSD's.

C.

Techni cal Training -- Short courses and semnars considered necessary for increased
pertormance In technical aspects of the job (abp, systens analysis, ‘statistics, RaD
mat hematics, engineering).

Sp 461 Attachment #
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D. Manageri al Trainil_)% -- Managerial courses found in ?raduate and under gr aduate -
Ustness admnrstration curricula, humanrel ations, effective supervisionand

| eadership, et .

- -

E. Longtem Ira ining and the Federal Executive Institute -- Princeton Fellowship in
Public Affairs, any of the War Colleges including “the Armed Forces Staff College
and t he 1industrial College of the Armed Forces, the Seni or Seminar in Foreign
Policy (For ign Service Institutd, and 08D fellowships to other private institution:

F. . Special Skills -- Public speaking, conference |eadership, sensitivity treiring, etc.




OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE
WASHINGTON, 0. C. 20301

(Adm nistration)

SUBJECT :  Devel opmental Exchange Assi gnnment
TO

1. You have been selected %o participate i-n the Agency’s Exchange
Assignments Program for the Devel opnent of Managers.

2. The purpo se of thils exchange is to reinforce treining and develop-
ment opportunities available to you in the 0Sp(DoD)Civilian Career
Program applicable to your function wth practical. experi ence.

3. Ef fe~t ive ., you Will be performing t he duties of

Positic No. °© , (title) ; .
in the ~ in a frainee capecity R
toraperiod of - The authority for effecting

the exchange assTgnnment is G vil Service Commission Letter dated 5
September 1968. For personnel and payroll purposes, you will continue to
occupy the of ficial position from which you are exchanged. Al so, during
the exchange asS ignment you are eligible to apply for position vacancies
and academ c training opportunities for which you are qualified.

L, A devel opmental plan establishing training assignments which you wll
fulf I 11 during the exchange period is enclosed. Your progress as an
exchangee W | | be appraised at three-nmonth intervals and plaas fO your
further devel opnent discussed with you. The final career appraisal will
be documented and filed in your Oficial Personnel Folder. This docunenta-
tion will serve to record the exchange assi gnnent as qualifying experience

in the career field consistent wth the

Provisions of U S. Qvil Service comission Handbook X118, Qualification
St andar ds for white Collar Positions under t he General Schedul e.

5. You are to be commended for your interest in inproving your capability
so that you may nore effectively contribute to the acconplishnent O the
Agency’s m ssion,

1 Encl
Training Pl an

L Attachment #3
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PERFORMANCE APPRAI SAL OF POTENTIAL--SECTION 2

¢ AL E (1) Best ever seen or envisioned (2) Qutstandi ng, above all others

§3) Outstanding among peers (4) Superior (5) Excel | ent (6)Aboveaverage
7)Average (8) Bel ow average

Appr ai sal El ement s Per f or mance (Describe) -

TECHNI CAL COVPETENCE ( Soundness of deci sions
solutions and recomendations, guality of the
wor k produced).

QUANTI TY AND TI MELI NESS (Meeting of schedul es
and deadl i nes, acconplishing of workload in
order of priority).

. WRI TTEN COVMUNI CATI ON (Expression of ideas in
aclear, precise, and convincing manner).

4. ORAL COVWMUNI CATI ON (Expression of ideas in a
clear, conci se, and convinci ng manner).

5. HUMAN RELATIONS (Building and mail ntaining
effective relationships, working harmoniously
Wi th others, considering other viewpoints
and being wlling to give assistance).

> SUPERVI SI ON AND ADM NI STRATI ON ( Devel opnent
of enpl oyees, respect, loyalty, and cooper -
ation gained, effectiveness of delegation of
authority, distribution of work. coordination
and control of diversified activities,
assuring conformance of high standards,
pl anni ng and organization; or if not a super-
visor, assess potential for supervision. ’
Specifically cover furthering of equal
enpl oyment opportunity. )

SRR



